RD AN No. 3641 (4284-F)
April 25, 2001
SUBJECT:  Rurd Cooperative Development Grant Program
TO: SaeDirectors, Rura Development

PURPOSE/INTENDED OUTCOME:

The purpose of this Administrative Notice (AN) isto clarify the role of the Rurd Development State
Offices in managing certain aspects of the Rurd Cooperative Development Grant (RCDG) Program in
accordance with RD Ingtruction 4284-F.

COMPARISON WITH PREVIOUS AN:

No previous AN has been issued on this subject.

IMPLEMENTATION RESPONSIBILITIES:

The Management Control Review (MCR) conducted on the RCDG Program in fiscd year (FY) 2000
identified severa areas of weakness regarding the management respongbilities of State Officesin
adminigtering the program. Specific weaknesses included (1) incongstencies in the processing of
preapplications before forwarding them to the Nationa Office for scoring, (2) inconsistent monitoring
and reporting on the performance of the Cooperative Development Centers recelving grants, and (3)
falureto collect and maintain racia and nationd origin data. The MCR dso identified areas of
confusion regarding what the State Office role is versus the Nationd Office in the adminigration of the

program.

Generd information for carrying out these responghbilitiesis contained in RD Ingtruction 4284-F;
however, it isfdt to bein the best interest of the program to provide the following additiona guidanceto
State Officesin darifying their role and respongbilities.

1. A preapplication processing checklist (Attachment 1) has been developed for State Office use
in reviewing pregpplications before they are submitted to the Nationd Office. A copy of the
completed checklist must accompany the pre-application package when it is forwarded to the
Nationa Office.

EXPIRATION DATE: FILING INSTRUCTIONS:
April, 2002 RD Instruction 4284-F



2. To assgst State Offices and the Cooperative Development Centersin providing timely and
meaningful reports on Center activities, a reporting guide has been devel oped (Attachment 2)
for use by the grantees. In accordance with RD Instruction 4284-F, grantees are required to
submit quarterly activity reports to State Offices. In turn, State Offices will forward a copy of
the quarterly reports to the National Office, Attention: Rura Business-Cooperative Service,
Deputy Administrator for Cooperative Services.

3. Ingtructions on conducting Civil Rights compliance reviews will be included in FY 2001 training
programs for State Cooperative Specidists and other State Office staff involved in the RCDG
SErvicing process.

If you have any questions, please contact James E. Haskdll, Assstant Deputy Adminigirator,

Cooperative Services, (202) 720-8460.

(Sgned by William F. Hagy I11)

WILLIAM F. HAGY Il

Acting Adminigtrator

Rural Business-Cooperétive Service

Attachments



ATTACHMENT

#1

STATE RURAL DEVELOPMENT CHECKLIST FOR PROCESSING
PREAPPLICATIONS RECEIVED UNDER THE RURAL COOPERATIVE
DEVELOPMENT GRANT (RCDG) PROGRAM FOR FY 2001

PREAPPLICATION PROCESSING CRITERIA

Name of Applicant:

State Office:

Included

Not
Included

Not
Applicable

PROPOSAL REQUIREMENTS

Clear statement of the project goas and objectives

(A) Table of Contents

(B) Project summary — 250 words or lessincluding:

Title of project

Names of primary project contacts

Name of applicant organization

Summary that includes:

Destription of overdl gods

Relevance of project

Lig of dl organizationsinvolved in project

(C) Separate one-page information sheet listing each of
the eight evauation criteria followed by page numbers of
al rdevant materiad and documentation contained in the
preapplication which supportsthet criteria. This page
should immediatdly follow the project summary.

(D) An additiond requirement for those applicants who
received funding under the RCDG program in fiscd years
1999-2000 is a summation, not to exceed three pages, of
progress and results for al projectsfully or partialy
funded in those years.

PREAPPLICATION REQUIREMENTS

(a) Preapplications.

(1) Applicantswill file an origind and one copy of an
“Application for Federa Assistance (For Non-
congtruction),” with the appropriate Rurd Development
State Office.

(2) All pregpplications shdl be accompanied by:




(i) evidence of gpplicants legd existence and authority to
perform the proposed activities under the grant.

(i) The latest financid informeation to show the applicant’s
financid capacity to carry out the project. At aminimum,
the information should include a balance sheet and income
satement. A current audited report is preferred where
oneiseasly obtainable.

(i) An estimated breskdown of totd costs, including
costs to be funded by the applicant or other identified
sources. Certification must be provided from the
gpplicant that its matching share to the project is available
and will be used for the project. The matching share must
mest the requirements of parts 3015 and 3019 of thistitle
as gpplicable. Certifications from an authorized
representative of each source of funds must be provided
indicating that funds are available and will be used for the
proposed project.

(iv) A budget and description of the accounting system to
be used.

(v) The areato be served, identifying within thet area
each governmenta unit (i.e., town, country, etc.) affected
by the proposed project. Evidence of support and
concurrence from each affected governmenta unit must
be provided by ether aresolution or awritten statement
from the chief dected locd officid.

(vi) A ligting of cooperative businessesto be asssted or
created.

(vii) Applicant’s experience of Smilar key projects,
including experience of key staff and persons who will be
providing the proposed services and managing the
project.

(viii) The number of months duration of the project and
the estimated time it will take from grant gpprovd to
beginning of service.

(iX) The method and rationae used to select the areas or
bus nesses that will receive the service.

(X) A brief description of how the work will be performed
and whether organizationd staff, consultants or
contractors will be used.




(xi) An evauation method to be used by the gpplicant to
determineif objectives of the proposed activity are being
accomplished.

(xii) A brief plan that contains the following provisons
and describes how the gpplicant will meet these
provisons.

(A) A provison that substantiates how the gpplicant will
effectivey serverura areasin the United States.

(B) A provision that the primary objective of the applicant
will be to improve the economic condition of rura aress
by promoting development of new cooperatives or
improvement of existing cooperatives.

(C) Supporting data from established officia independent
sources adong with any explanatory documentation.

(D) A description of the activities that the applicant will
carry out to accomplish such objective.

(E) A description of the proposed activities to be funded.

(F) A description of the contributions that the applicant’s
proposed activities are likely to make to the improvement
of the economic conditions of the rura areas served by
the applicant.

(G) Provisonsthat the applicant, in carrying out its
activities, will seek, where appropriate, the advice,
participation, expertise, and ass stance of representatives
of business, industry, educationd inditutions, the federd,
date, and loca governments.

(H) Provisons that the gpplicant will consult with any
college or universty administering Extenson Service
programs and cooperate with such colleges or university
n the coordination of the center’s activities and programs.

() Provisons that the gpplicant will take dl practicable
steps to develop continuing sources of financia support
for the center, particularly from sources in the private
sector.

(J) Provisonsfor:

(1) Monitoring and evauating its activities, and

(2) Accounting for money received and expended by the
gpplicant.




(K) Provisions that the applicant will provide for the
optima application of cooperative development in rura
aress, especialy those areas adversely affected by
economic conditions, such that local economic conditions
can be improved through cooperative devel opment.

(xiii) The agreement proposed to be used between the
gpplicant and the ultimate recipients, if grant funds are to
be used for the purpose of making loans or grantsto
individuas, cooperatives, smal businesses, and other
gmilar entities (ultimate recipients) in rurd areas for the
eligible purposes under this subpart. This agreement
should indude the fallowing:

(A) An assurance that the respongbilities of the grantee,
asarecipient of grant funds, are passed on to the ultimate
recipient and the ultimate recipient understands its
responsibilities to comply with the requirements contained
in 4284-F, 1901-E and parts 3015 and 3019 of thistitle,
as gpplicable.

(B) Provigons that the ultimate recipient will comply with
debarment and suspension requirements contained in part
3017 of thistitle and will execute a* Certification
Regarding Debarment, Suspension, Indigibility and
Voluntary Excluson-Lower Tier Covered Transactions.”

(C) Provisonsthat the ultimate recipient will execute an
Form RD 400-1*Equal Opportunity Agreement,” and an
Form RD 400-4 “ Assurance Agreement.”

(D) Documentation thet the ultimate recipient understands
its respongihilities to the applicant.

(E) Documentation that the gpplicant understands its
respongbilities in monitoring the ultimate recipient’s
activities under the grant and the applicant’s plan for such
monitoring.

(F) Documentation, when other references or sources of
information are used, aong with copies, if possble, that
provides dates, addresses, page numbers and
explanations of how interpretations are made to
ubgtantiate that such things as economicaly distressed
conditions do exigt.

(G) Narrative addressing dl items in 4284.540(a)
regarding grant selection criteria




(b) Applications. Upon natification that the gpplicant
has been sdlected for funding, the following will be
submitted to Rural Development by the applicant:

(1) Proposed scope of work, detailing the proposed
activities to be accomplished and timeframes for
completion of each activity.

(2) Other information requested by RBS to make a grant
award determination.

(¢) Applicant Response. If the gpplicant fals to submit
the application and related materia by the date shown on
the invitation for applications, Rurd Deve opment may
discontinue consideration of the pregpplication.




ATTACHMENT #2

FY 2001 QUARTERLY REPORTING FORMAT FOR RURAL COOPERATIVE
DEVELOPMENT GRANT (RCDG) RECIPIENTS

Center

Project Name

Quarterly Report for Quarter Ending

SUMMARY OF CENTER ACTIVITIES

Technical Assstance Projects Initiated:

Technica Assstance Projects Completed or Terminated:

Technica Assistance Reports Issued:

Surveys Conducted:

Cooperatives Incorporated:

Research Projects I nitiated:

Research Projects Completed:

Training Seminars or Activities Conducted:

Other Significant Activities:

Minority Activities This Quarter:



PROJECT
Activity This Quarter:
Established objectives for this quarter: Met Not Met

Other Significant work accomplished for the project this quarter:

Work accomplished by Center Staff %
Work accomplished through contracted service:
Contractor Name %

Reason(s) why established objectives (if any) not met:

Any problems, delays, or adverse conditions that will affect attainment of overall project objectives
during established time period:

Activity Next Quarter:
Egtablished Objectives for next quarter:

Planned actions to meet unmet objectives from this quarter:




OUTREACH ACTIVITIES

(Includes tasks to support the Center’ s programs and activities that do not require the formal
establishment of a project and is not of a*“hands-on” technica assstance nature. Examples of program
support activities include but are not limited to consulting on projects of others, maintaining resource
materid, program planning, serving on indusiry committees, participating in professond training
programs, and atending industry or other non-project related meetings. Also, responding to requests
for information and data, giving speeches and presentations, conducting preliminary or exploratory
andysis, providing ingtruction/teaching and non-Center document review.)



